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LIST OF FINDINGS FOLLOWS: 
 
       Current Findings                   Description           
 

1 Human Resource Function 
2 Bank Reconciliations 
3 Vendor Invoices 
 
 

Status of Prior Years' Findings   
 

June 30, 2004: 
 

1 Interfund Transfers 
2 Payment Vouchers 
   and Cash Receipts 
 

 
June 30, 2000: 

 
3 Student Activity Account 
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CURRENT FINDINGS 
 
Finding Number 1 - Human Resource Function 
 
 Our review of the human resource function revealed that 

certain personnel files did not contain documentation of INS 
(Immigration and Naturalization Service) Form I-9, Employee 
Withholding Allowances Certificates, or background checks.  
Out of a random sample of 30 files, 11 files had incomplete or 
missing information, 6 of the files were reviewed in the prior 
year audit and were complete when reviewed in the prior year. 
 
The Immigration Reform and Control Act of 1986 requires all 
employers to verify "employment eligibility" of any individual 
hired after November 6, 1986 by completing and retaining INS 
Form I-9. 
 
Delaware Department of Education (DOE) requires that all final 
candidates for public school related employment are required 
to have a criminal background check (DOE Administrative Code 
Section 745). 
 
The Internal Revenue Code requires the information on the 
Employee's Withholding Allowance Certificate under Sections 
3402(f)(2)(A) and 6109 and their regulations. 
 
Personnel information must be protected to insure the 
employees right to privacy. 
 

 Recommendation 
We recommend that the School institute review procedures to 
ensure that all personnel files contain all the necessary 
documentation required for compliance with federal, state and 
local laws.  We also recommend that all personnel information 
be maintained in a safe and secure environment. 

 
 Management Response and Correction Action 
 “A document checklist will be prepared for each employee 

folder to ensure that all appropriate documentation has been 
received and filed.  All employee information is now located 
in locked files.” 
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CURRENT FINDINGS (continued) 
 
Finding Number 2 - Bank Reconciliations 
 
 Our review of the bank account reconciliations revealed that 

they are not properly performed.  Errors could be identified 
more readily when reconciliations are properly performed. 

 
 Recommendation
 We recommend that the Finance Secretary's job description be 

revised to include procedures necessary to assure that bank 
reconciliations are properly performed.   

 
 Management Response and Correction Action 
 “Appropriate changes to the Finance Secretary’s job 

description will be made to assure that bank reconciliations 
are properly performed and the Administrative Assistant will 
review the reconciliations monthly.” 

 
 
Finding Number 3 - Vendor Invoices 
 

Our review of vendor payments revealed that all invoices are 
not reviewed for accuracy.  One invoice cost the school $232 
because the invoice was not added correctly by the vendor. 
 

 Recommendation
We recommend that the Finance Secretary review all vendor 
invoices prior to payment. 

 
 Management Response and Correction Action 
 “The Finance Secretary has been instructed to review all 

invoices and the $232 has been recovered from the vendor.” 
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STATUS OF PRIOR YEARS' FINDINGS 
 
June 30, 2004: 
 
Finding Number 1 - Interfund Transfers 
 
 Our review of the activity fund transactions revealed that 

interfund transfers are made without proper supporting 
documentation. 

 
 Recommendation 

We recommended that interfund transfers include appropriate 
supporting documentation. 

 
 Management Response and Correction Action 
 “The staff will be instructed to include all appropriate 

documentation before interfund transfers are approved.”  
 
 Status of Finding

The finding is resolved. 
 
 

Finding Number 2 - Payment Vouchers and Cash Receipts 
 
 Our review of payment vouchers and cash receipts for the State 

of Delaware revealed that expenditures are miscoded and 
documentation is either missing or inconsistent with source 
documentation. 

 
 Recommendation 

We recommended that prior to processing any documents with the 
State a thorough review be performed. 

 
 Management Response and Correction Action 
 “The finance personnel will conduct such reviews prior to 

processing.”  
 
 Status of Finding

The finding remains unresolved. 
 
 Management Response and Correction Action 
 “The Finance Secretary is attending State sponsored workshops 

to upgrade her skills to avoid the errors that have been 
called to her attention.” 
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STATUS OF PRIOR YEARS' FINDINGS (continued) 
 
June 30, 2000: 
  
Finding Number 3 - Student Activity Account 
 
 Our review of the Student Activity cash account indicated that 

the reconciliation is not reviewed by the Business Manager. 
 
 Recommendation

We recommended that once the reconciliation is performed by 
the Financial Secretary, the Business Manager review it. 

 
 Management Response and Correction Action 

“The President’s administrative assistant will have the 
responsibility of reviewing the monthly reconciliations.” 

 
 Status of Finding
 The finding remains unresolved.  
 
 Management Response and Correction Action 

“Arrangements have been made with the administrative assistant 
to perform the review of the monthly reconciliations.” 




